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PRINTING SERVICES TIES

wc#%
Solviﬁ Agco COM Problem Caused. by Dry Pag_e_

Word has been received the.t 1n some org&n:!.za.tion components,

especlally overseas instellations, difficulty has been experienced
in obtaining copies from Apeco and similar office copying machines
be[%% the paper -d.r;:ina- out before use. Extreme heat and dryness
adversely a.ffect, the performance of any paper containing a photo-
graphic emulslon. Dryness alao causes the paper to curl, meking it
awkward to handle.
This problem can be reduced by meticulously adhering to in-

structions for stocklng these papers. Tt is wise to store unopened

packages in & cooly (refrigerated, if possib];) place. When:E a
package has been opened, keep the unused portion securely wrapped
in its plastic contalner. If a paper sefe 1z used, keep only & smell
quantity (one or two daye’ supply) of paper in it. Paper safes are
at Maém\rﬂﬂ

aveilsble /\from ‘the Office of Logistice. Nomenclature for the letter-~
gize paper safe is Cebinet, Photographic Storege, Print, Stock No.
6760-H03-04Th; for legal-size safe, order Cebinet, Photographic
Storage, Print, S/E Ejecto-O-Fhoto paper safe, Stock No. 6760-HO3-O0UT5.
With & bit of ingenuity the safe may be made to serve as & humidity
chember. A sponge or tray of water inserted in the safe would tend
to keep the paper plates from drying oubt.

In et—3eemé one instance where the above suggestions could not

be followed or were not adequate to prevent dryness, & simple paper
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sefe was constructed encompassing a hﬁmidity chanber. Thls was a

1light, tight box containing & shelf to hold the paper and an ares
beneeth the shelf in vwhich a tray of water was placed., aﬁ gliding
door permitted the paper to be stored and removed as necessary, and
also mafe it possible to insert and remove the water trey as re-
qulred.

&S‘wa Printing Guide Line ~ Save Money by Using the Whole Pa&

B s et

Frequently reports, pamphlets, manuels, hendbooks, in fact
nearly every type of publicetion contains pages not completely
h%iféia& in the printing. This uneconomical use of "white spece”
adds to the size of the publication, and, as & result, Incresses
printing costs. Persons responsible for copy preparation should
keep the following important polnts constantly in mind:

1. Whenever possible, print on both sides of the sheet
of paper; and
2, gave space on each sheet.

It is recognized that variety and technical aspects of
different publications do not meke it practical to establish format
standards which would be uniformly applicsble to all g_rganization
publicetions. Nevertheless, the following is presented as a gulde +o
é‘:”t@:&ﬂ the printed page and W saving the Orgenization

printing dollars.

\
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If you are using an 8" x 101" sheet of peper, leave two
lines of blenk space at the top of the pege and then type the

clessification. Type the control phrase, if needed, end leave
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three lines of blank space. Commence typing the text of the re-
por‘o} using ;i}x-inch-long lines. The lines should begin aboub
1 inch from the left side of the paper. Thus, with a s-iﬂt-inch
line, the right-hand margin should be 1 inch also. It is not
always possible to maintain this precise right-hand margin but
every effort should be made to keep it as exact as possible.
The text shouldﬂ%;lzz& 52 lines or 8 5/8 inches of the page.
Two lines of blank space should be left and then the classifi-
cetion should be typed. Page numbers should be typed on the
same line as the classification. This will leave two spaces
to the bobttom of the page. If a control phrase 1s necessary,
1t should be typed directly beneath the classification. }*rne

¢ /,; -—iehema-m ‘Bhown Iz printed jp direct ra.tio‘*ef- that whivleeis—
described- aﬁmw} Since it is recommended that publications,
when possible, be printed on both sldes of the paper, odd page
numbers should appear on the lower right and even page numbers
on the lower left.

Sfviien y EF U4 A

If *sancy reports adherelto this format, they would be shorter

and considersble savings in printing costs would be realized.
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